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About this document   

 
This document introduces the use of the Account Management System (AMS) to manage the Payment 

Scheduler within your Merchant Account to pay automatically remit funds to an external beneficiary 

account.  This document has been written to assist merchants to create their Payment Scheduler, so funds 

can be auto-remitted to their beneficiary bank account.  
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 2018 © CashFlows Europe Limited  

  

While every effort has been made to ensure the accuracy of the information contained in this publication, 
the information is supplied without representation or warranty of any kind, is subject to change without 
notice and does not represent a commitment on the part of CashFlows Europe limited. CashFlows Europe 
Limited, therefore, assumes no responsibility and shall have no liability, consequential or otherwise, of any 
kind arising from this material or any part thereof, or any supplementary materials subsequently issued by 
CashFlows Europe limited. CashFlows Europe limited has made every effort to ensure the accuracy of this 
material.     
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Setting up your Payment Scheduler  

How does it work?  
 Funds that have been authorised will go into your Merchant account, and once the arrears days on the 

transactions (per transaction) has passed, the funds will then become available for remittance to an 

external beneficiary.  

To receive these funds into your beneficiary bank account we require you to set up a remittance schedule; 

the funds will remain in your remittance account (seen as available balance) until a threshold is exceeded 

(It is at your own discretion as to the minimum threshold amount) and then remitted to an external 

account - which is the bank you wish for the funds to remit to.  

Note: If you have multiple currencies, you do need to set up a payment scheduler per currency. When 

creating your scheduler please ensure you are doing so for the correct currency.  

How do I set up my Payment Scheduler?  
First you will need to login to your CashFlows Merchant Account at http://www.cashflows.com/ and click 

on 'account login' at the top right-hand corner of the screen.  
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Click on the Merchant Account Drop down on the left of the screen and locate the > Merchant Account 

Overview 

Along the top menu bar of your merchant account, navigate to > Account Statement  

  

  

 

  

 
➢ If you haven't yet created one, you will be prompted to create a Payment Password: 

  
➢ Once you have created your password, you will receive an e-mail asking to verify the newly created 

Payment Password. When you return to the Payment Scheduler again, you will be directed to a 

page requesting remittance details 

Then   >   Remittance Statement (hover over and click the drop down) > Payment Scheduler   
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➢ Enter your beneficiary bank details and set up your remittance balance. This can be any amount; 

Once funds in your remittance balance has reached this threshold you have set; the funds will be 

transferred directly to your chosen bank account.  

*Remember – the Beneficiary name MUST be the name on the account of where the funds are 

going.  

*If your bank is outside of the U.K, you may be asked for further information 

➢ Click update schedule and You will then be directed to a Payment Schedule Page:  

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

If you are creating a new scheduler, 

leave the drop-down box blank 
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When you reach the payment page, and are asked for your three passwords, you will need to enter  

➢ Your login password: This is your password you use to log into your account  

  

➢ Payment Password: You will need to enter three random characters from your Payment Password.   

  
➢ Beneficiary passcode: This will be emailed to you as soon as you open this page. Copy and paste 

the code into the correct field  

  

This passcode will be generated as soon as the window opens, and you will receive an email containing this 

passcode. Please note: It is imperative that you do NOT close this window, otherwise a new passcode will 

be generated and sent out.  

 

Click on confirm, and you will be told that the request has been submitted – this means the request to pay 

out your funds has been accepted.  

  

What if I can’t remember my Login Password?  
You can reset your login password by clicking the ‘Reset Password’ button on the main CashFlows Login 

Screen  
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➢ Click reset password 

 

  

  

What if I can’t remember / don’t know my Payment Password?  
If you need the password to be reset, please request this in an email to support@cashflows.com / call us 

and we can do that for you.  

You will be sent a link which will let you know that your Payment Password has been reset.  

 

➢ Return to the payment scheduler via the merchant account and you will be asked to create a new password  

  

  

➢ Click the link and create a new Login Password. 
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➢ When you have created your password, you will see the following message on your screen 

  

“To verify your payments password, we have sent you an 

email containing a verification line. Please select the e-mail’s 

verification link to enable you to make payments from your 

account” 

 

Once you have reset your password, you will need to go back to your Merchant Account and continue the 

process. 

  

Invalid Authentication  

  

  

  

Click the verification link to 

confirm the changes made. 
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If you get an ‘invalid authentication’ error, this means that a password has been entered incorrectly on the 

previous page – don’t worry, you can either go back to the beginning and start again or give our Customer 

Support Team a call to speak to a member of the team for further assistance.   

 When will I be paid? 
Once a payment scheduler has been set up correctly, if the you have created your scheduler after the daily 
remittance release (not performed on a weekend or a public holiday in the UK), the funds will be paid out 
the following working day. 
If the payment scheduler has been set up before the remittance release, the funds will be remitted out the 
same day. 

 
Methods of payment: 

➢ FASTER – GBP payment to a GBP account. This usually is a same day payment but can span over 72 
hours. 

➢ SEPA (Single Euro Payments Area) – A payment to a bank within the EEA (example: EUR to an Irish 
bank) This payment can take between 1 – 2 business days 

➢ International – a payment being made to a bank outside of the EEA, or a currency that is NOT GBP 
being paid to a GBP account (example: USD to a GBP account / GBP to a USD bank account). This 
payment can sometimes take up to ten business days to process depending on the receiving bank 

➢ CHAPS – a CHAPS payment is a same-day transfer. This can incur a fee – check your pricing plan if 
you are making transfers via CHAPS payments. 

 
SEPA and INTERNATIONAL payments will incur fees which are taken when a payment is remitted to the 
merchant. Therefore, if you are setting a payment scheduler, and you do not want to set a threshold and 
want to be paid as soon as their funds become available, set the remittance to the fee amount. 
 

  

CONTACT US 

  
Of course, if you feel you require further assistance, or would like to speak to a 
member of our support team, please do not hesitate to contact us  
  

Tel:  +44 (0)1223 550 920 

Email:  support@cashflows.com 

 


